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13 August 1976 


MEMORANDUM FOR: Processing Division and Staff Chiefs 


STATINTL : eputy Director for Processing 


SUBJECT 


Processings Missions and Functions 


1. The recent ODP reorganization resulted in former CJCcS 
Divisions work functions being performed by several of the new 
Divisions within Processing. This has resulted in the probiem 
of identifying who is doing what. Consequently, the need for 
a Processing "Policy and Procedures" manual has surfaced, wii: 
is to describe Divisions' missions, functions and procedures ¢£ 
accomplishing work. 


2. A study which is nearing completion, has resulted in 
the documenting of the attached Processing's components! missions 
and functions (with the exception of GIMS Division). It is 
requested that each addressee review this document to ensure 
tnat these missions and functions are correctly stated. 1 


corrections are to be forwarded to ea | no later 


20 August 1976. STATINTL 


3. The GIMS Division missions and functions will he 
disseminated under separate cover on completion in the noar 
future. 


STATINTL 


Attachment: a/s 
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DOOR oe FP oO ° suly 4 
Establishes and Zuplements writing | standards Ser téchr: 
putlications,. ' 
Coordinates the. accuracy and integrity ct CCHEULTEL £y¥s 
docunen tCatpon with the appercpetiate Siccessiny cepponemts.. 7 
Haintains a current inventory of the most-ccrronly requested vez 
Manuals and agency-~_ercévuced ccerputer~reluted dccutentaticn. 
Naintains a lending Jlibrary of computer-related texttccKks, «tf 
includes nontily wpeeting ¢h a "KEL, Ineex™ eccuputer apetine of 


toxtbooks on hand. 
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REVIEk GROLE 
(BG/E/ CLE) 


RG reviews, weekly, a e?'S ccneuter usage requirements. Chaired by eh 

Chel, sngineering sivisicn, its meaners include representatives of frocessincs! 

vavisicusS ana sSsystens integration: Starf, étpplicaticns, and Cther irtceres:. 
i 


Bae ee ee oe eee 


oO Reviews projected isxpending weekend CGSputer centers! farawar 
softsare, and special-processing reguirements. 

re) Reviews and coorainates, for four one-weck Periods (the pus Week 2s 
thE<@ Zapending wECKE), igits and Lectaréients TOL Guiles foe: 
Walintenance and incteallatich, CCriiguiaticn changes, AGS ode 
BCLIVities that ¢cculd otpeet. the production Capacity cr Clr 's cer pur 


Systecrs, 
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Girscted by tie Chairzasy®s. 
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bCGFAKEING [FIVISICS 
(SP0yF/Cl“T) 

35102 

> generates ani aaintains stakle and reliakle CEP cperating syseters enc cth 
‘Stea-reluteéd sortware, in acecréance with ClP-appreved plans. 
ingeticas 
“3 ais functionally divided inte the tollowing tranches: 

LCi. SyStens- epanéa {uSn ses bys ole) 

e) Genetates and mairntairs currert ktatch cperatirg systers. 

0 Andlyses and diagneses greblers associeted sith currert tat 
Operating systers. 

oO Taplesents and cairtairs fyecial Latch. ecitkalLe packayes, Suci 
Conpilers, eSscerlers, CeUst Inve; ard. seso. 

oO Saintarns Systervs scktware fackages required fcr tne operation 
pelipheraul systems, uch as the CoC Feage header, Ib¥ Yecdel] cic, & 
PEGttsre. 

fe) Custowizes anplements, and uocunents (accordingly) free bat 
Qpérating systeus era scfitware fackages. 

Line Systems Greancna (CSEY/SEDs:/Crt) 

3 Generates and taintains systens-related software (exciuéirg 3325) 
provide online suppert tel current Eatch operéeting systenrs. 

ce Analyzes and diagnoses proktlezs associated with cilire systes: 
Software. : 

e) Proviues systens suppert for online sottwere épplicaticrs. 

° xeviewS online ¢ystems and makeS reconmcendeticns, acccrdinciy, f 
Laproving overall erficiency. 

‘Vee cive £¥ ete ts Ptanck (LeeySeLya/cCrs) 
c Sanervics and tainutairs the ODP interactive syste, 
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PROLUCTICN DIVISICN 
(EL/E/CL2) 


PP manages production applicaticrs ard databases pLrecessed py con,uter and : 
(electrenic acccunting tachins) eguipaent py perfornine these furcticrs tela: 
to data conversicn, Dac, Sot VeCes) ahd. rode ion Sepp eCeta cis * 7S os is 
process iis: Leproauces ane dijstrirutes ccnputer-cencratec reports; st 
maintains dosinent and machine-readable ypregiran libraiies tor pLOanuctio:. 


Geveolopsent Acplicd ticrs. : 
Bunctious 


FD is runctlonally organiazeé irte the tcllesirg twe brarches: 


Production Cortrel Sranca (ICE/IL/E/CLE) 


c tanages andl processes production (operaticne)) apelicaticrs., 

ce) Develcps ald maintains job-contro] lenguaje pregrats, Chal 
LNeCLAcCiInve” pregiacs, and the producticn CCCcUREntTAatICn ares. 
EG@juired LOL precessity freeve_icr applicaticrs, 

fe) Maintains procucticr and develc ,went machine-reacable rreesz: 
liblvarics. 

fe) §ali:tains an applicaticrs ard ccnputer pregray decunentaticn Jibtracry. 

° Reviews new appliceticns dccuneéertaticn ard DLepales precise2’ 

" procedures ror acceytance as a pLredtcticn application, 

oO Ensures brocessirg data irtegrity and database Gestoration ? 
proviadiny gata oackup aid DEraanent storage. 

fe) FerLOrImks periodic reviews on producticn ayplications to iadentiz 
possible processing Geticiencies. 

Cc  . Raproduces and distrilLutes conputer-génerateé Lepoits,. 

Q Deterdihes reguirenents for LEforts-reproducing nardware, facilities. 
Bick SA. Een ance, 

*'. WO SnVEeErSs ob Bratca (ScbyrLi/ Cle) 
G -Aarnages and Frcceesses scheduled FAN applications Glen: - ges 
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Manages and operates the Key Buildirg Data-&Access Center (Cac), 
Coordinates FAM, LAC (Key Eurzldcirg), and data-conversion hardarc.. 
facilities, and Maintenance reguirerents with the Engineer: 


Divisicn., 


Frovides SpeClal-handlirg and courier service for WOrK Erecceéeesed re 
the Gifice of Finence, 


hanages anid ccntrcle EA and data-conversicn catakases te erfure 33+ 
integrity, which ancludes deta kackty and database resteLaticn. 
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locute: in Slo and Wet ead rters, 

Cc Operates the Chanker cf Ccneeice ard SFE5C Headquarters data-access 
Staticns, ana the hertnrop-taje iLuildding cenputine racilitis 

G COMLiCis diskracks and sanages a aguetic tape library. 

° Walitains a receiving ard distrineticr point fer input te, ane output 
tres, tne GOO? Center. 

Oo FrOCesses CTegucsts fcr cifsite cata stcrage. 
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operating plans, es ccecrainated by aGy?, 


fe) Tdenticies ani reperts incidents adversely afrecting the cperatien cf 
OD?'s conputing systers te tke Ciief irgarneer (CE/ED/I/sCLZ). 


“Clal Center 


.°) Operates anil schedules the work to ke precessed er the cerpute? 
@eyuipnment Located ir the GC47 ttieadctarters. 


fe) Contro.s disaxpacxs and nanages a aaghetic tape lilzcary. 

Q Pag ese ee A TL eCCINL Ey and distrarutach Point.  fOS angit te, 27 o 2cces 
SUOng. fhe ete? Centers , 

° PLOCessGs Loguests for cff£site Gata storage. 
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Produces the Center's shkert-rance (saximun fcur seeks) scheduling 
Operating plans, as ccorainated Ly EGyE. 


Executes RG/P-directe¢ especial plans. 


Identifies and reports incidents adversely affecting the operation 


tne ODF ‘ts Computing systems to the Chief Engineer (CLYILyiyCl:). 
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Monitors all GInS oferaticns. 


Provides database-garacgéenmert ard ccrtrol tc ensure data 


integrity, 


including data backup, archival stcrage, histcry tape auaiysis, and 
Gatabaseé Tesétceration. 
Installs new datakases Gevelcped by %72?2??, ard af approved by the GINS 


Revie. Eoard. 


Frocesses GitS tatch epplacaticns sukoitted cr developed ty 127274? 


Develops and puklishes GIMS cyeratirg precedties. 


Tasts new GIFS software developea Ey 2777? 


Operates CAS. 


Particijates in 


the GI*S Feview Eoard activity. 
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° Develops and coorginates plans with apprepriate GDP components ro: 
' alternate computer equiprent facilities in the event of disaster, 


re) Drafts gininun €yulipmert tejiability jperftermance Lleyuirements tor oo: 
conan eer SYSteLnsS .@afd.. CCCrai Fates « “sata tne Support Staff Eo: 


publication of tnese reguirements. 


o Operates @n answering service (ircuole Desk) to receive users! troub]- 
reports and iwnitiates ccrrective action. 

e) Provides technical ccusulting service tc users reguiring assistance, 

re) Develops and maintains systenrs fcr ocritering and weasuring hatdwa: 
and ecfteare SySteis performance, and audits thardwaré ard seftrwa;: 
uSage fOr short-term (@.g-e, 7& months) and leng-rarce (€.¢., iiv 
years) planning. 


oO PIC pLEes ad Lehthly ceaputer and menpower LPesource repent 
ACELVICY Heporr®)- cl Cos? TESCUICE Viage; Ly froject, 
COV ponents. 


re) ASSists tne Chiet Ergineer ar acritcrirg GSA's 3C-day aucceptane 
testing on hew ADP eguipment. 


Pacilities Brauch (£B/ELys?ycoe) 


fe) Freperes dnd: jigiPtel Ps Laster. A£aeirgs are. records: ct “tie -phpSeies. 
arrangegent and TEbercecnnecticr ch cenputar eqtiprant. 


o FPanticipates in site planning icr preojectec conputer Systeas, nhae? 
AncCavdaes deteruining, [Repabitd, “die CCOsraiTeting. “pect teeter e wk 
kequirerents cor electrical fower, environeertuL, Space, aru scerviit 


With the appropriate service organizations, 


o Plans, eS ee atee, and Supervises activities asscciated wit ta 
“pnaysical instellaticr cf ccaputer ectipzert. 

re) MOnjJtOLS execution cf shert-tern (€.y., 1 zentss) Elars arc ensue: 
dissemination cf netices ci hatévare changes te the user cosuunity. 


in 
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trouble-anssering service. 
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